
OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AN0 HISTORY 

RECORDS MANAGEMENT DIVISION 
APPLICATION FOR RECORDS RETENTION SCH~DULE 

FOR AGENCY USE -- 
Jplication Date 

2gtx2ltfmber 19. 198 5 
pplication Number 

FOR RECORDS MANAGEMENT USE 1. A&ncy Address 
h g i a  Department of !t!r&rtation 

Rocan 227 Date Recciiued Date Completed 

Application Number 

O f f i c e  of Contract IMninistration - 73-468-4- 
I 

A t l a n t a ,  Georgia 30334 TEP 2 4 1985 I WAN ' 3 1988 

- _ -  - 
I. Record Series Description 

Documents relating to: 

This file contains the following documents (include form numbers end titles, if any): 
Attach samples of the file. - 

rejecting bid proposals suhnitted by contractors for the construction of Highway projects. 1 

Included are: contractor 1 s p r o p ~ s a l  
1 Special Provisions 

Supplanental Specifications 

c 

i 1 

Chromlogically by le t t ing date File i s  arranged: 

~ --__ 
3. Monthly Reference Rate How often are records referred to which are: - - - - - -GG$G 

One to six months old 40 ; Seven to twelve months old 2 1  ; Thirteen to twenty-four months 01- fw. qc- 
~ twenty-five months and older L? L f i ) l t @ L  I - . ,  

144 cu. f t .  yearly 
3. Anhual Rate of Accumulstion of Records . Letter-size drawers ; Legal-size drawers ;Shelves ;Other (specify) 

' L +  

. 
h R--50-71: Rw. 76  



, I ' I a. I s  this the official copy of the series? - 

If y& ere? 
X i lxthhseries b r a  maiarpOr tinn of  itl r e ~ c m f i h e e d ?  

handling? If yes, cite law or regulation. 

a long period, coulU these 

. 1%-there a duplication of this series in your office, or in another office or agency? 

- x i. ~ Q € % l h e r e C O d S N k 5 E S d l h A C Q J D P M E L l X h t O U t ?  

~ years. a. State Law years. d. Audit period - 
years. e. Administrative need L y e a r s .  b. Statute of limitation 4* 

c. Federal law years. f. Federal retention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative need. 
Efice reference requires 7 year retention for current and future bid-rigging investigations. 

1.C.G.A. States t h a t  a l l  felonly prosecutions mst be brought wi'thin 4 years aft& ixymission 
If mime, but provides for extension of time in certain circumstances (see attached) . 
2. Approved Disposition Instructions This agency recommends that the file serierbe &t off at  the end of each: 

0 Calendar Year; 0 Fiscal Year; 8 Other June 30 and * 31 then, 

XI Hold in the current files area 
0 Transfer to local holding area; hold 

@Transfer to State Records Center; hold --year(s); then 
=Destroy. . 

tm* month(s) yeark); then 
ear(s); then --TT,zY 

0 Transfer to State Archives for permanent retention. 
0 Other /Specify) 

Ch lq l l6  
Rxamended retention perid&&%& Is administrative requirernents. 

These instructions apply to a l l  prior and future accumulations of the series. 

/ 
/' 

&enmHeadlDerignee &I ISi@wure) Date Date 

State Records Committee (Signawn?) Date U 
lemmmendations in para- 
raph 12 are approved. 
If disapproved, attach letter 
If explanation.) 



: . .  
OFFICE OF THE SECRETARY OF STATE 

FOR AGENCY USE 
Appliation Dace 

- October 9, 1984 
9pplicarion Number 

INSTRUCTIONS: !he Publication No. 76-RM-1 for instruc$onr on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 

3 Attention: Scheduling Section. 

1. Agency Address FOR RECORDS MANAGEMENT USE 
Application Number 

7 3 4 6 8 - Q  Georgia Dept. of Transportation 
Office of Contract Administration 
Room 227 Dete t3emived Dam Completed 
Atlanta, Georgia 30334 OCT 1 8  1984 I O E C  0 7  1984 

__ 6. D-3 of Series 
Earliest Latest 

1974 I Present 

I ' \ - -  - 
2. Person to Contact Working T i e  Telephone Number 

5. Records Series Title (followed by tide used in office; if different) 

Rejected Contractor's Bid Proposal File 

c_ _I_ Phil Kinu Enq. Contract Spec. I11 656-5293 
3. Action Requested 

The Office of Construction is responsible for lending technical advice to the seven (7) 
District Offices on construction, for reviewing the construction within the Department : 
from the quality standpoint, for making decisions for the State Highway Engineer 
related to construction contracts and for generally overseeing construction projects 
of the Department. 

--. 

7. Record Series Description This file contains the following documents (include form numbers and tir/es, if my): 
Attach samples of the file. 

Documentsrelating to: rejecting bid proposals submitted by contractors for the construction of 
highway projects 

Included are: Contractor's Proposal - SpeZial Provi s i  ons 
Supplemental Specifications 

File is  arranged: Chronologically by letting date 
\ 

8. Monthly Referenca Rate How often are records referred to which are: 

One to six rponthr old Lo; Seven to twelve months old 21; Thirteen to twenty-four months old S t e n s  iY91Y 
twenty-five months and older ? -- 

*s- R-ds 
9. Annual Rate of Accumuletiorof Rerordr 

Letter-size drawers ; Legal-sin drawers ; Shelves ; Other (specifyl 

-9 -?+ +*.%-+-- .& /(// dr- 
* 1 %  - % (Ovrtl R--50-71. Rev. 26  ' 



. 

11. Retention Rquirrments The following requires the series to be kept: 

a. State Law years. d. Audit period -years. 
years. a. Administrative need 7 years. b. Statute of limitation 4* 

- - ~  ~ = ~ ~~ 

- _  --. 
c. Federal law - years. f. =Federal retention instructions ..years. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

Office reference requires seven-year retention for current and future b i d - r i g g i n g  
investigations. 

rosecytion must be brou h t  w i t h i n  four y e y  a f t  r o i s  s ion  o crime, b u t  provides o 0 , C . G . f .  s t a t e s  t h a t  a l l  f e l y y  g 
xtension o 8 time i n  ce r t  2 i n  circumstances see a t  EKAlJ- ac e . 

12 Amroved Disposition Instructions This agency recommends t h a t  t h e  file series be cut oif a t  thb end of r c h :  
0 Calendar Year: n Fiscal rear; 0 Other men, 

n .. Hold in the current files area 
i'? Transfer to local holding area, hold 
@Transfer to State Records Center: hold 6 year(s); then 

0 Transfer to State Archives for permanent retention. 
(3 Other (Specify) 

m o n t h ( s ) L  year(s): then 
yearb); then 

Destroy. 

Recommended retention p&d ful  f i 11 s administrative requirements. 

These instructions apply to a l l  prior and future accumulations of the series. 

lecommendations in para- 
raph 12 are approved. 
I f  disapproved, attach letter 
I f  explanation.) 



APPLICATION FOR RECORDS RETENTlON SCHEDULE 

D e p a r t m e n t  o f  T r a n s p o r t a t i o n  
C o n t r a c t s  A d m i n i s t r a t i o n  

reds: 0 Void 

; 
I_.- 

1974 I P r e s e n t  R e j e c t e d  C o n t r a c t o r ' s  B i d  P r o p o s a l  F i l e  

The O f f i c e  of C o n s t r u c t i o n  i s  r e p o n s i b l e  f o r  l e n d i n g  t e c h n i c a l  a d v i c e  t o  t h e  
7 D i s t r i c t  o f f i c e r  on  c o n s t r u c t i o n ,  f o r  r e v i e w i n g  t h e  c o n s t r u c t i o n  w i t h i n  t h e  
D e p a r t m e n t  f r o m  t h e  quaT ' i t y  s t a n d p o i n t ,  f o r  m a k i n g  d e c i s i o n s  f o r  t h e  S t a t e  
H ighway  E n g i n e e r  r e l a t e d  t o  c o n s t r u c t i o n  c o n t r a c t s  and  f o r  g e n e r a l l y  o v e r s e e i n g  
c o n s t r u c t i o n  p r o j e c t s  o f  t h e  D e p a r t m e n t .  

I 

1 

- 
7. Reuxd Sriw Description T h i s  file contains the following documents (include form numbersand titles, if any): 

4ztach samptw of the file. 
D o c o m e n t t r e 1 a t i n g t o : ~ ~ h  b i d  p r o p o s a l s  s u b m i t t e d  b y  c o n t r  t o r s  f o r  t h e  c o n s t r u c t i o  
Qf  h i g h w a y  p r o j e c t s .  R - ;:: , $ :  .. ..a+ i 

lnduded are: C o n t r a c t o r ' s  P r o p o s a l  
S p e c i a l  P r o v i s i o n s  
S u p p l e m e n t b l  S p e c i f i c a t i o n s  

File i s  arranged: C h r o n o l o g i c a l l y  b y  l e t t i n g  d a t e .  

-_1--- 
-- - - ~  

8. Monthly Referenw Rats How often are records referred to which are: 

0 .  One to six months old 2 0 ; Seven to twelve months old 1 ; Thirteen to twenty.four months old ~ ~ - - - ,  I twsnty-five months and oldar ? 
- -__ __-----I___p__-l_ 

Annual Raw of Accumulation of Records 
Letter4ze drawers __ 
C e n t e r  Type a p p r o x i m a t e l y  50 - -60 p e r  y e a r .  

--; i q a l s i r e  dra-wers ---,-----; Shelves ;other (spxify) B o x e s -  - R e c o r d s  





- c 

I -> i 
OFFICE OF smmmv of  -ATE 

<. STATE Application for 
. O F  DSPARTMLNT OF UICHIVES L IllSTORY i - 'GEORGIA RECORDS DISPOSITION STANDARD RFKORDS Y A N A O C M L ? ~  DIVISION 

_I_- 

- - -  . 

Division of Administration Charles Goddard 
Office of Contracts Administration 
Atlanta, Georgia 

'. ACTION REQUESTED 
ESTABLISH DISPOSITION STANDARD; 
RECORD WILL 

8. Earliest & Latest Dates of Series 9. Exact Series Title 

10. What is the function of the office in which this record series is created 

i 

I 

? 
The Division of Administration provides s t a f f  support t o  the Department i n  t h e  areas of 
general accounting, audits and f i s c a l  procedures, personnel and training, contracts 
procurement and administration, equipment control, purchasing, inventory and warehouse 
control, general f i l e s ,  records management, Department budget and a i r  t ravel  service, i 

I '  

11. This file contains the following documents (include form numbers and titles, if any, and file arrangement): 

Documents re la t ing  t o  bid proposals submitted by contractors for the construction of 
highway projects t ha t  are rejected by the Department. 

Included are: Contractor's Proposal 
Special Provisions 

- -, .3 . -  -. .. - _  - _ _  
._ - Supplemental - 1  Specifications 

F i l e  is arranged chronologically by l e t t i ng  date. 

I !  



13. Is this the Record Copy of the series? 

14. Is there a duplication of this series in  another office or agency? 
! 

iXl I 1 * .  
J , . 

I 3  1x1 
15. Is the information I .  , . contained in this series ever summarized or'published? Attach copy of si..nmary or publication. [ ] 1% ] 

.. .. 

16. Does the series contain classified information requirin security haiidlin 7 The rejected proposals [XI I. 1 
- : ~ ~ j P .  1x1 

-, . . . .  are, confidential. Only the proposal thas is accepte8'becomes a matter of -_  - . -  . .  ub'l c record. ; - . . . . . .  - . . ~~~ ~ .~ ~. . . . .  . . .  
17. &R?S h e  series inillate, amend ofterminate agency policies and procedures? 

~ . ~. . . . . . . . .  . . .  - - -  ..:~- - .~ . .  ... - - .~ -. .. *. 
18. Could fhe function be perfomied i f  the.files were lost or destroyed? _ _ ~  ~. < . - [ ; I  . . ~  ~- LXl 

19. Is the series (or major portion of it) regularly microfilmed? I f  yes, why? ~ [ I [XI 

26. Does the record serfes.provide data as input to an EDP file? c 1 [XI 

21. Does the record series contain documentation produced as EDP printout? [ 1 I [XI 

-[':.I - [XI 

23. Wrll there be a heed for these records 10, 15 years. from now? I f  yes, .. what? ~. ~. . . T, -, . . .  .I 1 [XI 

. . . .  . . . . . .  
~ . . .~ . ~. . ~ ~~ ... 7 . -  .. -~ c .  . ' , - ~  ~ 

. . ~  j_ 22. Has the Federal Government issued instructions governing retention/disposition of these files? 
.~ 

r . ~- 
.. - . .. ........... 

~~ 

_. .- .~ _ _  ~.~ ~ 

. .  ~~ ~ - , 

t . . I  , ,  . .~ 
~~ - ~. l.. ~ .~ __._. ,.~. . 

lll_l___-. 

. . .  - , - . ~ . ~ . .  , .. :. r . ~ 

. .~. ~ . . .~. . -~~~ 
. . . .  ... . -. - ... ... ... -. - . ~ 

MENTS. The fbl lodng requcres the. fiies to be kept .~ -3 - .  1. -years; ., < '-> - 
.~ ~~ ~ 

. .  - t . '  1 - e 
. ~ ,. - .  - . ' _  

a. [ 3 STATE b. [ ] STATUTE OF c. [ 3 AUDIT d. [ 3 FEDERAL e. [XI ADMINISTRATIVE 1. [ ] HISTORICAL 
LAW LIMITATION PERIOD LAW DECISION VALUE 

(Cite Law, Statute, or other reason for the retention requirement) 

I __I-- I_ .._I--. .... .......... __ l_._l_.__l -- 
25. AGENCY RECOMMENDATIONS: This agency recommends that the file series be cut off at the end of each 

-[ ] C4LENDAR YEAR -[X 3 FISCAL YEAR -[ 3 Other then: 

. .... [ ] Hold in the current files area month(s)/' '..~ year(s): .-. 
3 

................... ... . . .  ;I - .  . . . . . . . .  
~~ 

~. 
[XI Transfer to State Records Center- [ 3 Local .Holding Area; hold year(s): 

[ ] Transfer to State Archives for permanent retention. 

-. -_ ~ ~ _ .  
~~ - -  ~ .~ r 

. . . .  ... 

. I  - 

. . . .  ..... . .  - . .  . . .  e,. c.,?,  . . . . .  . .  ~~ 

i - -  - i.. 

.. -. ... . -  
. -  - [XI Destroy. ._ - 

. . . . . .  .. [ ] Destroy immediately after cut-off. . .  ~1 .' i 
.. .. ~ -. ........ . .  _ _  

.~ - . . . . . . . . . .  ............. 
~ .. ~ 

[ ] Other: (Specify) 

&@.~j.~a;t: The recommended retention period fdlfills- administrative requirements. 
. . . . .  .. - r~~ ~. , . .  ....... - . .  c ~ ~ - ~ ~ ~  : 

- .~ .~~ - ~ .~ ~ . - 
-. ~ .. .~ .~ 

(Indicate briefly rationale for recommendations abovelor write additional remarks): 

.... ~~ .... ~.~ ..... 


